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New User Registration

These instructions will assist you in registering as a CalATERS user. Instructions for obtaining your
User ID and password, signing in to CalATERS, and getting additional instructions from the CalATERS
web site are also included.
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L. Begin New User Registration

Click the

The following screen will appear. Click the

New User Registration

CalATERS

1 button from the CalATERS web site.

A -

S

California Automated Travel Expense Reimbursement System

Welcome to the CalATERS web site!

Tra [n(n& Database ‘

INSTRUCTIONS

Get Started &
Mew User Registration
Travel Advance &
Expense Reimbursement

CalATERS Reports

RESOURCES
Help Desk Contacts
Definitigns
‘CalATERS Letiers

Department Administration
-Send Us Your Comments

About CalATERS
CalATERS Implementation

Parlicipating Departments -
Publications

[V firbec]

i CalATERS

Expense Reimbursement processes
What's New?

The CalATERS web site has been redesigned! Learn mare...

Home Site Map
SIGN IN el i 2 and expense reimbursement processing
i CIICk the luding automated audits of Statewide travel
SalSTERS nd  CalATERS button. iagernent reporting capabilities, and much
'Rupm_ting Enhm I ma
System Admi tio: j

If your department is participating, and you are a new user, click @tu get
instructions or view on-line demanstrations of the MNew User Registration, Travel Advance and

Depar tment
General Services

Fleet Administration
On.line Reservations

Statewide Travel

of

CalATERY

sign in User x|

Password:

| Sign In

new user 7 Mewy User Registration <« l
trouble signing in? Help is here
Exit

Click here
to begin
registration.

[ wark Offline
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. Begin New User Registration (continued)

Enter your Employee Number e.g., social security number, and your Last Name.
Click the L

button.

Note: Your social security number is used for validation during new user registration only. Your
social security number is secure and will not be displayed on any screens within the CalATERS
for you or others to see.

MHew Regiztration - Select Employee
g Enter your Employee numbert:, then click 'Ok buttan.

Employee number:| 111-22-3333
Last Mame: | Mousd

Ok I Cancel |

1. Create Your Profile Information

The first screen of your Profile appears. When a field contains information, your department or
the CalATERS system has completed the field for you. You can move from one field to another
by tabbing or placing your cursor in a field and clicking the left mouse button.

For detailed information on Profile fields (e.g., User ID, Type of Requestor, CB Description)
refer to Definitions on the CalATERS web site.

When all fields on this screen are completed, click the L.I\j_efi.‘ button.

New Uszer Hegistration x|

Sign up!
E Lt Important: Do not change
1. Create your Profile Information ~__{ your assigned User ID.
Uiser I:D;Issampas / Note: You will need your
{examples: TBear or TobyB or malons) User ID later when signing
in to CalATERS.
Tvpe of Requestor: | Employes 3
Last name: | Sampaz
First name:| Susan ML{ O
il aress | y Important: Verify
il ] Ssambasi@sco cago <4—— your E-mail address
Business Phone; | 916-444-4444
CB Description: | RankFile - Admin/FinaniStatt Svcs 3
You are enralled in _Direct'Dep:il:uch:I M 3
Finistied Cancel | i i | et E{}I
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M. Mailing and Residence Address

Key your mailing address. It is important that the mailing address is correct, because this is the
address that is used to mail reimbursement checks if you are not on direct deposit.

Answer the question, "Is your residence address same as mailing address?" If you answered

Mt
Yes, click the LL_ED_.‘ button and go to the next page. If you answered No, continue on this

page.
Hew User Registration
E Sigen up!
ri
Street:| 500 Main Street city:| Rosevile

Stafe:i CA, Zipcmdefi Q95661 -

|z your residence address same az mailing addrezs? | fe

Finisted | Cancel | <o Back i | Mext > I

If you answered No, your residence address is different from your mailing address, answer the
question “My residence address is on file with the Accounting Office".

If you answered Yes, click the Lmit..cb_j button. If you answered No, complete the address

fields then click the Lmid._cij button.

Mew Uszer Registration
E Sign up!
—
Street,| 500 Main Street Cty[Los angeies
Stafe:l ca Iipcmdeil 99999 -

|s your residence address same as mailing address? !No E
| Regidence Aﬂdmss_i

My residence address is-on file with the Accounting Office !No E

Street:l 100 Fartasy Place City:] Buena Vista
State| Cn Eipu:u:ude:l etelatela |

Fifistied i Cancel | <]:|Elac:ki ‘ Mext I:{}I
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V. Organization

The Organization screen is used to designate your Default Approver (person designated as
the first level approver for Travel Advances and Expense Reimbursements) and work address.

Mew User Registration ad

X

E Siga up!

Organization
Dept Mame: | SCO/Sacramerto

Division Name:l Sacramento Training
Bureau Mame:| Central CA Branch
Unit Code:| 003

.&ppru:u'v!er:l
St_'reet:|
City:|

.S‘taie:_l

Fipstie

Cancel |

{]:lEIac}&i | Meat o> I

Click the L.chands Betatit &geraier | ) o,

Key in the last name of your Approver in the Last Name field and click the

g Enter last name or first fevwe letters, then click ‘Loak g button;

Look L I

Last name:| oderl

o I Cancel |

pRetR button

Note: If an approver has not performed new user registration, they will not be available for Look
Up. If your approver is not registered, the approver field can be left blank, but the field should be
updated on your Profile after the approver performs new user registration, or before a Travel

Advance or Expense Reimbursement form is submitted.

New User Registration 5
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IV. Organization (continued)

Select a name from the list and click the 5 button.

Selecl Person . _F}_'(‘!

i,

................................................. e i
Odenmeyer, Matalie O pouinnifsco.ca.goy
Odenmeyer, Ronald © pouinniE@aco .ca gay

ok I Cancel

Confirm your selection and click the ; : button. The Approver field should now display

the Approver's name.

Select Person R Xf~

g Enter last name ar first few letters. then click ‘Look Lig! ’c:uul'iiu:un:

Look Up I

Last name:| Tom
Drahig O Oden
ok | Cancel

When all applicable fields on the Organization screen are completed, click the MI
button.
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V. Account Coding Information

You will not be able to modify any information on the Account Coding Information screen.
This information is updated and maintained by your department and is used to determine the
default-funding source for your Expense Reimbursements.

Note: Your department will modify some fields on a fiscal year basis. Some fields may be
blank.

Click the | d button for the next screen in your Profile.

Fimsted |

New User Registration 7 newuser_reg Rev. 04/17/03




VI. Long Term Assignment (LTA)

A long-term assignment is a pre-approved business trip of more than 30 consecutive days.

If you are on a long-term assignment, click the down arrow =l and select Yes. Go to the next
page for information on completing additional LTA fields.

If you are not on a long-term assignment, click the L i button, then go to the next section

VIIl. Complete New User Registration.

I New User Reqgistration

i TE
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VL. Long Term Assignment (LTA) (continued)
If you answered Yes, you are on a long-term assignment, complete the remaining LTA fields.

To select a Start Date and End Date, key dates into the fields or click on the calendar button

Tl next to the fields. When the calendar appears, clicking on the arrows <« » next to the
calendar month, will display the month before (« ) or the month after ( »).

When all applicable fields are completed, go to section VIl. Complete New User Registration.

MNew User Registration " = %]

g Sign up!

Long Term Assignment (LTA) Information

Are you on a long term aSsignment?'I Yes E
Stert date:[030103 8] Endeetefls L)

4 March2003 )
Sy ho Tu We Th Fr Sa
LTA Residence address: 73 oA = S5 97 PB 1'Fentaﬂﬂmss:

5 % 3 &5 5 T B

Street| 9 10 11 12 13 14 15
City: | 16 17 18 EE 20 21 22
. 5 23 24 Z5 26 2 28 23
State:l .IipCl:ldE:i . e R R __I!p_iil:lde:l -
Lok ] Cancel]
Fimisted Cancel | <5 Back i | Mest > l
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VI. Complete New User Registration

Click the MI button on the Miscellaneous Profile screen to complete New User
Registration.

Mew Uzer Registration

E Sign up!

Miscellaneous Profile:

PPE0 Sgency Code: !QDD

Reporting Linit: 14100

State Code: i':-ﬂ*

Click to complete
registration.

Finished I Cancel | |_<]:l Back ’
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VII. Complete New User Registration (continued)

Once New User Registration is complete, the following message will appear stating that your
password will be mailed to your e-mail address. Verify that this is the correct e-mail address

then click the

Regiztration Successful |

@ Registration Request Successfull

Your password has been mailed to (Edohnsoni@us.ibm. cam).
Restart application using your new passwaord.

Thanks!

You have completed New User Registration. Go to your e-mail system to obtain the note with
your CalATERS password. If you do not receive an e-mail note with your password, the e-
mail address in your Profile may be incorrect. Contact your department’s CalATERS Help
Desk for assistance.

VIIl.  Sign In to CalATERS

Once New User Registration is completed, return to the CalATERS web site to sign in to
CalATERS.

CAIATERS | button from the CalATERS web site.

Click the

\Califo

: - [ p X
= - ELR =

California Autemated Travel Expense Reimbursement System

YWelcome to the CalATERS websitel Learn about implementing CalATERS at your
department.

e H ; Get Started ; : : :
CalATERS Click =, click to-get instructions or view an on-line

CaIATERS Registration and the Travel Advance and Expense Reimbursement

Reportin tem P
Systam Administration button.
T;_alnirlg Database I
What's New? el arsiom

Continued on next page.
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VIIl. Sign In to CalATERS (continued)

The Sign-in screen appears. Key your User ID and Password into the appropriate fields.

. Signi In
Click the| 2 I button.
&l CalATERS M=] E3
B CuiATERS _
—] Enteryour User ID
sign in User It | mmouse __—1- and password,
Pasaword: [+ “« then click Sign In.
Sign In I
new user 7 Mewy User Registration |
trouble signing in? Help is here
Exit
[ wark Dffline

Problems Signing In

If you have problems signing in, contact your department’s CalATERS Help Desk, or refer to
instructions for Forgot Your User ID or Password? on the CalATERS web site.

Additional Instructions

For additional instructions on using CalATERS refer to Travel Advance & Expense
Reimbursement on the CalATERS web site.
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